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TE-10, SPECIAL HANDLING PROCEDURES 
 

This form is used to notify Disbursing to pull this check from out going mail to collect against an 
accounts receivable bill which requires cancellation.  
 
The form is sent to disbursing with a copy of the bill to hold the check. 
 

 
 
This form is used for mail is sent by FedEX/ Airborne/ DHL at the District’s Request.   
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Attach backup to form and forward to designated employee for approval. 
 

 
 
 
The following form is used for GSA and other invoices where back up must be enclosed.  The 
form is also used when there is a foreign address in CEFMS.  
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Attach backup or mailing label and forward to designated employee for approval. 
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The following form is used when payment has been cancelled or changed and reissue at the 
request of the Support Activity.  
 
Forward to Disbursing Division with backup. 
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The following form is attached to invoices received for money order or cashier’s check fees 
reimbursement and forwarded to Disbursing. 
 
 

 
 


